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 ITEMS TO REMEMBER 
 
 
 MARCH 
 
March   1: Prove the Fund Ledger and Ledger of Receipts for the month of February to the control of all 

funds and reconcile with the depository statements.  Prove all receipt accounts for each fund to 
total receipts for that fund.  Prove the Ledger of Appropriations, Allotments, Encumbrances, 
Disbursements, and Balances to the total disbursements of the control account of the Fund 
Ledger.  Prove all expenditure accounts within each program to the total disbursements of that 
program. 

 
March 20: Last day to report and make payment of state and county income tax withheld during February 

to the Department of State Revenue, Indiana Government Center North, Indianapolis.  (Please 
review Volume 140, December 1997 AThe School Administrator and Uniform Compliance 
Guidelines@.) 

 
March 29: Good Friday - Legal Holiday (IC 1-1-9-1) 
 
 
 APRIL 
 
April      1: Prove all ledgers for the month ending March 31 as outlined for the month of February. 
 
 
April    15: Last day for the board of school trustees of the school corporation located wholly or partially 

within the county, which has the greatest taxable valuation of any school corporation in the 
county to appoint a member of the governing body to serve as a member of the county board of 
tax adjustment (IC 6-1.1-29-1).  IC 6-1.1-29-9 provides that the county council may adopt an 
ordinance to abolish the county board of tax adjustment.  The ordinance must be adopted by 
July 1 and may not be rescinded in the year it is adopted. 

 
April    20: Last day to report and make payment of state and county income tax withheld during March to 

Department of State Revenue, Indiana Government Center North, Indianapolis.  (Please review 
Volume 140, December 1997, AThe School Administrator and Uniform Compliance 
Guidelines.@)  

 
April    30: Last day to file federal quarterly report, Form 941, to the Internal Revenue Service for federal 

and social security taxes for the first quarter. 
 
 
 MAY 
 
May      1: Prove all ledgers for the month ending April 30 as outlined for the month of February. 
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 ITEMS TO REMEMBER 
 (Continued) 
 
May      1: School corporations not wishing to renew teachers= contracts (non-permanent teachers) for the 

2002-2003 school year shall notify such teachers not later than May 1, 2002 in writing, 
delivered in person or mailed by registered or certified mail, that such teachers= contracts will 
not be renewed for the succeeding school year.  Any teacher so notified may request a written 
statement showing reasons for dismissal.  (IC 20-6.1-4-14) 

 
May      7: Election Day – Legal Holiday (IC 1-1-9-1) 
 
 
May    20: Last day to report and make payment of state and county income tax withheld during April to 

Department of State Revenue, Indiana Government Center North, Indianapolis.  (Please review 
Volume 140, December 1997, AThe School Administrator and Uniform Compliance Guidelines 
Manual.@) 

 
May    27: Memorial Day - Legal Holiday  (IC 1-1-9-1) 
 
May    31: On or before June 1 and December 1 of each year (or more frequently if the county legislative 

body adopts an ordinance requiring additional certifications) the school corporation shall certify 
to the county treasurer a list of the names and addresses of each person who has money due 
the person from the school corporation.  (IC 6-1.1-22-14). 

 
 

FEDERAL PROJECTS  
 
Please be advised that federal projects, generally, are to be administered in accordance with Indiana laws 
governing the local unit, in the same manner as other funds of the school corporation, as well as with federal 
guidelines.   
 
A copy of the application (Grant Application) for funds bearing the approval of the administering State or 
Federal Agency must be retained in the accounting office of the school corporation.  The form provides the 
categories of expenditure which have been approved for each expenditure category and becomes the basis 
for the accounting records and is the document to which the audited expenditures are compared.  Each 
document authorizing an increase or requiring a decrease in the original amount approved must be retained 
with the original approved application to justify any changes which have been made in the amount originally 
recorded.  A notation should be made on the grant information noting the applicable CFDA and Public Law 
Number. 
 
If a federal program is one which provides reimbursement for local tax funds money expended prior to 
receiving the reimbursement or partial reimbursement or if the federal money is advanced (provided prior to 
expenditure) but does not fully fund the program or project, the accounting will be included in the general fund 
of the school corporation.  If the federal money is a grant, fully funds the program, and is received by the 
school corporation prior to required expenditure, the accounting may be handled through a separate special 
fund, appropriately titled.  When fully funded and maintained in a separate special fund, we are not aware of 
any requirement that appropriations be obtained through advertising and approval of the Department of Local 
Government Finance.  The receipts for these special funds will be identified in the proper classification of 
"Revenue from Federal Sources" but the disbursements will be included in the Program and Expenditure 
Accounts identifying the nature of the disbursement along with other disbursements of the same nature. 
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Those fully funded projects requiring a separate fund may have the paid claims filed separately to support all 
expenditures from that fund.  These claims must be identified by fund and project number and be retained in 
the file until audited and until the applicable retention schedule indicates maintaining the record is no longer 
required or permission for destruction has been received through the County Commission of Public Records in 
your County.  Copies of all reports to the State or Federal Administering Agency must also be identified with 
the fund and project number and retained for audit. 
 
When a local school corporation qualifies for an indirect cost allocation on a federal project, an estimated 
amount shall be included as a line item on the application, but the actual amount must be calculated after the 
total direct cost expenditures are known.  The actual total amount to be recovered for indirect costs will not be 
known for any project until that particular project is completed.  A school corporation must then claim from the 
federal project, the allowable amount.  When indirect costs are paid by the federal project, to the school 
corporation, the amount shall be receipted to the General Fund of the school corporation in a detail account 
within Receipt Account under 4000.  The amount of each receipt or expenditure must also be posted to the 
proper control account. 
 
 

MEALS PROVIDED 
 
 
We have received inquiries concerning providing of meals for school corporation employees (school food 
program, in-service meetings, etc.). 
 
IC 20-5-2-2(2.5) provides in part the authority for a board of school trustees "To appropriate from the general 
fund an amount, not to exceed the greater of three thousand dollars ($3,000) per budget year or one dollar 
($1) per pupil, not to exceed twelve thousand five hundred dollars ($12,500), based upon the school 
corporation's previous year's average daily membership (as defined in IC 21-3-1.6-1.1) for the purpose of 
promoting the best interests of the school corporation by  (A) the purchase of meals . . ." 
 
IC 20-5-2-2(8) concerning travel and meals provides in part "Notwithstanding the appropriation limitation in 
subdivision (2.5), when the governing body by resolution deems a trip by an employee of the school 
corporation or by a member of the governing body to be in the interest of the school corporation, including but 
not limited to attending meetings, conferences or examining equipment, buildings, and installation in other 
areas, to permit such employee to be absent in connection with such trip without any loss in pay and to refund 
to such employee or to such member his reasonable hotel and board bills and necessary transportation 
expenses . . ."  (Our Emphasis) 
 
Volume 144, Page 5 of the December 1998 "The School Administrator and Uniform Compliance Guidelines" 
discusses how a school corporation may, in a public meeting, pass a resolution (Home Rule) (for instance 
concerning potential situations not listed in the two paragraphs above), for accomplishing something for which 
specific statutory authority is not known to exist (free meals).  Additionally, a policy letter from the United 
States Department of Agriculture (in regards to the food service program) states in part, ". . . Meals served to 
adults who are directly involved in the operation and administration of the school nutrition programs may, at 
the discretion of the school food authority be furnished at no charge.  As such, their cost may be fully attributed 
to and supported by the nonprofit food service operation.  Meals served to these adults may not be claimed for 
reimbursement or counted towards the donated foods entitlement.  The determination of individuals, positions 
involved, and the degree to which their services are attributed to the nonprofit food service program operations 
is left to State and local officials." 
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Numerous important public policy questions could be raised if a school board were to pass a resolution 
providing for free meals for adult school corporation employees, i.e., the free meal might place a burden on the 
financing of the food service program by requiring students and other adults to fund the cost of free meals for 
nonpaying adults; students and parents being required to file an application for free or reduced priced meals 
when employees are not required to do so; potential income tax considerations, general fund deficits, (when 
providing meals other than a school food program) etc.  Therefore, a school board should be informed if the 
board is considering passing a resolution, that a public policy decision needs to be made and that any 
appearance of impropriety is a local policy for which a school board must accept all responsibility.   
 
A school board's resolution regarding free meals should include (other than meals of employees in accordance 
with IC 20-5-2-2) each position to be eligible to receive the free meal.  School Lunch Forms require a daily 
accounting of meals provided by individual for the school food program.  (See Form SF-1, Certification of 
Meals Provided Per Home Rule).  Other meals provided (other than the school food program) may require 
additional accounting.  The Internal Revenue Service and State Revenue Department should also be 
contacted for written guidance on any possible reporting implications. 
 
In-service meetings sometimes pertain to various Federal or State funded programs and accordingly could 
have various additional restrictions. 
 
 

TRANSPORTATION FUND 
 
We have noted in audits the charging of administrative salaries to the transportation fund.  IC 21-2-11.5-2 
states in part " . . . school transportation fund which shall be the exclusive fund used by the school corporation 
for the payment of costs attributable to transportation listed in subdivisions (1) through (7), as authorized under 
IC 20, of school children during the school year ending in the calendar year:  (1)  The salaries paid bus drivers, 
transportation supervisors, mechanics and garage employees, clerks, and other transportation-related 
employees . . . (c) Beginning January 1, 1996, portions, percentages, or parts of salaries of teaching personnel 
or principals are not attributable to transportation.  However, parts of salaries of instructional aides who are 
assigned to assist with the school transportation program are attributable to transportation.  The costs 
described in this subsection (other than instructional aide costs) may not be budgeted for payment or paid 
from the school transportation fund.  (d)  Costs for a calendar year are those costs attributable to 
transportation for school children during the school year ending in the calendar year." 
 
IC 5-11-9-4 requires in part ". . . records be maintained showing which hours were worked each day by officers 
and employees . . . employed . . . in more than one (1) position by the same public agency . . ." 
 
Many administrative positions have duties and responsibilities that are broad and overlapping and encompass 
everything that goes on in the school corporation or school building.  Therefore, we have consistently been of 
the audit position that these expenses are normally considered operating expenses properly charged to the 
general fund in accordance with IC 21-2-11-2 for the operation of the school corporation and not to the 
transportation fund. 
 
Some positions have been formally established by boards of school trustees, through job description, duties 
assigned, title, salary schedules, etc., as transportation related (for example, Assistant Superintendent-Trans-
portation Director).  We will not take audit exception, in these situations (other than positions excluded by 
statute), to direct transportation related employees having direct transportation related expenses being paid 
from the transportation fund if a cost allocation system based upon auditable statistics is established tracking 
costs attributable to the transportation program and therefore payable from the transportation fund.  The use  
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of time cards, time logs, or other means of accumulating auditable statistics upon which to base costs would 
have to be maintained.  The time spent on such programs by persons serving in more than one program area 
must be specific if costs are to be separated.  These costs cannot be accurately maintained on a percentage 
basis and requires the use of one of the methods mentioned above to provide auditable statistics and should 
cover all program areas in which a person serves or for which the service, materials, supplies, etc., are 
provided. 
 
Other positions with multiple transportation related responsibilities could be compensated in part from the 
transportation fund, assuming compliance with all of the aforementioned.  Additionally, we review during an 
audit for reporting consistencies in those situations, i.e., the accounting and charging of indirect costs based 
upon time records to the other applicable funds besides the transportation fund, for these and other positions.  
 
 

INDIANA BOND BANK – TAX ANTICIPATION WARRANTS 
 
We are of the audit position that Indiana Bond Bank transactions should be recorded in the records.  
Accordingly, receipts should be issued (Account 6100) for the amount of the tax anticipation warrant, checks 
issued (Account 51200) for repayment of the amounts borrowed, Account 43300 should be charged for 
securities purchased, etc.  Additionally, the Treasurer's Daily Balance of Cash, Depositories and Investments, 
(General Form 361), and Register of Investments (General Form 350) should contain a record of each 
transaction. 
 
Please note all receipts, checks and records should contain notations that these transactions are in 
accordance with the Bond Bank Tax Anticipation Warrants issued and note where the securities are held by 
reference to the safekeeping receipt that you are to receive.  Also, please ensure that interest income is 
properly receipted into the records through the normal accounting system. 
 
Finally, we understand the Indiana Bond Bank will provide guidance concerning any potential arbitrage 
requirements, and if the entire amount available is not drawn by a school corporation, the residual amount will 
be sent to a school corporation to be used to repay the total amount of the advance. 
 
 
 
 


